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Management Competencies

From the Management Charter Initiative (MCI) Management Standards, 1997

These competencies consist of:

· Behavioural Indicators

· Knowledge and understanding areas

Behavioural Indicators

Acting assertively

· Takes a leading role in initiating action and making decisions


· Takes personal responsibility for making things happen


· Takes control of situations and events


· Acts in an assured and unhesitating manner when faced with a challenge


· Says no to unreasonable requests


· States own position and views clearly in conflict situations


· Maintains beliefs, commitment and effort in spite of set-backs or opposition



Acting strategically

· Displays an understanding of how the different parts of the organisation and its environment fit together

· Works towards a clearly defined vision of the future


· Clearly relates goals and actions to the strategic aims of the organisation

· Takes opportunities when they arise to achieve the longer-term aims or needs of the organisation



Behaving ethically

· 
Complies with legislation, industry regulation, professional and organisational code

· Shows integrity and fairness in decision-making


· Sets objectives and creates cultures which are ethical


· Clearly identifies and raises ethical concerns relevant to the organisation


· Works towards the resolution of ethical dilemmas based on reasoned approaches



Building team

Managing others

· Actively builds relationships with others

· Makes time available to support others


· Encourages and stimulates others to make the best use of their abilities


· Evaluates and enhances people's capability to do their jobs


· Provides feedback designed to improve people's future performance


· Shows respect for the views and actions of others


· Shows sensitivity to the needs and feelings of others


· Uses power and authority in a fair and equitable manner

Relating to others

· Keeps others informed about plans and progress


· Clearly identifies what is required of others


· Invites others to contribute to planning and organising work


· Sets objectives which are both achievable and challenging

· Checks individuals' commitment to a specific course of action


· Uses a variety of techniques to promote morale and productivity


· Identifies and resolves causes of conflict or resistance



Communicating

· Identifies the information needs of listeners


· Listens actively, asks questions, clarifies points and re-phrases others' statements to check mutual understanding


· Adopts communication styles appropriate to listeners and situations, including selecting an appropriate time and place


· Uses a variety of media and communication aids to reinforce points and maintain interest

· Presents difficult ideas and problems in ways that promote understanding


· Confirms listeners' understanding through questioning and interpretation of non-verbal signals


· Encourages listeners to ask questions or re-phrase statements to clarify their understanding

· Modifies communication in response to feedback from others



Focusing on results

Planning and Prioritising

· Maintains a focus on objectives


· Tackles problems and takes advantage of opportunities as they arise


· Prioritises objectives and schedules work to make best use of time and resources


· Focuses personal attention on specific details that are critical to the success of a key event

Striving for excellence

· Actively seeks to do things better


· Uses change as an opportunity for improvement


· Establishes and communicates high expectations of performance, including setting an example to others

· Set goals that are demanding of self and others

· Monitors quality of work and progress against plans


· Continually strives to identify and minimise barriers to excellence



Influencing others

· 
Develops and uses contacts to trade information, and obtain support and resources


· Presents oneself positively to others


· Creates and prepares strategies for influencing others

· Uses a variety of means to influence others


· Understands the culture of the organisation and acts to work within it or influence it

Managing self

Controlling emotions and stress


· Accepts personal comments or criticism without becoming defensive


· Remains calm in difficult or uncertain situations

· Handles others' emotions without becoming personally involved in them


Managing personal learning and development


· Takes responsibility for meeting own learning and development needs


· Seeks feedback on performance to identify strengths and weaknesses


· Learns from own mistakes and those of others


· Changes behaviour where needed as a result of feedback


· Reflects systematically on own performance and modifies behaviour accordingly


· Develops self to meet the demands of changing situations


· Transfers learning from one situation to another



Searching for information


· Establishes information networks to search for and gather relevant information


· Actively encourages the free exchange of information


· Makes best use of existing sources of information


· Seeks information from multiple sources


· Challenges the validity and reliability of sources of information


· Pushes for concrete information in an ambiguous situation



Thinking and taking decisions

Analysing

· Breaks processes down into tasks and activities


· Identifies a range of elements in, and perspectives on, a situation


· Identifies implications, consequences or causal relationships in a situation


· Uses a range of ideas to explain the actions, needs and motives of others


Conceptualising

· 
Uses own experience and evidence from others to identify problems and understand situations


· Identifies patterns or meaning from events and data which are not obviously related

· Builds a total and valid picture from restricted or incomplete data


Taking decisions

· Produces a variety of solutions before taking a decision


· Reconciles and makes use of a variety of perspectives when making sense of a situation

· Produces own ideas from experience and practice


· Takes decisions which are realistic for the situation

· Focuses on facts, problems and situations when handling an emotional situation

Knowledge

Analytical techniques

· How to analyse past expenditure and use the results to make recommendations on more effective future use of financial resources


· How to identify and evaluate alternative options to proposals on expenditure

· 
Different approaches to, and methods of, analysing information and how to select methods appropriate to decisions which you have to make


· How to evaluate alternative strategies for implementing quality policies


· How to analyse information to identify patterns and trends


· How to draw conclusions on the basis of analysing information


· The difference between fact and opinion, how to identify these and present them accordingly


· How to select from a range ot suppliers to ensure value for money, consistency, quality and continuity of supply, within organisational and legal requirements


· How to assess the advantages and disadvantages of alternative courses of action


· How to carry out cost/benefit analyses for the use of resources


· How to evaluate actual practice against procedures in order to identify discrepancies

· How to judge the accuracy, relevance and sufficiency of information required to support decision-making in different contexts


· How to assess the relative risks of non-compliance with quality systems


· How to identify and assess emerging risks


· Risk identification and assessment in project planning


· How to identify information which may be contradictory, ambiguous or inadequate and how to deal with these problems


· The principles of risk assessment and how to ensure that the work environment is effectively monitored


· How to assess current working conditions and identify possible areas for improvement

Change management


· How to recommend improvements and how to make and argue an effective case for change


· How to plan for the management of change in a way which minimises adverse effects

· How to identify the broader implications of change for the work of the organisation and its component parts


· The importance of monitoring change and its effects, and how to undertake such monitoring



Communication


· The importance of having good communications and how to maximise the effectiveness and efficiency of communications

· Different formats for presenting qualitative and quantitative information which may be required

· How to select a format appropriate to different purposes and recipients of information

· How to communicate effectively, both through speaking and in writing, including in meetings


· The importance of confirming the recipient's understanding and how to do this


· How to identify information needs and how to communicate effectively to colleagues, team members, specialists, higher-level managers and sponsors


· How to consult in a way which encourages open and frank discussions


· How to select communication methods appropriate to the issues and contexts

· The importance of discussing evaluations of outputs and behaviour at work promptly and directly with those concerned

· How to provide feedback in a way which will lead to constructive outcome


· How to identify unhelpful arguments and digressions. strategies which may be used to discourage these


· How to present and communicate plans on resource usage, work plans, progress reports and outcomes of analysis effectively


· How to develop and present recommendations and proposals in ways which are realistic, clear and likely to influence decision makers positively


· The importance of defining and communicating team and individual responsibilities clearly and how to do so


· The importance of getting feedback from others and how to encourage, enable and use such feedback in a constructive manner


· How to provide both positive and negative feedback to team members on their performance which encourages team members to feel respected


· The importance of keeping your manager informed of activities, progress, results and achievements and how to do this


· The importance of providing opportunities for team members to discuss problems and ways of encouraging them to do this


· The methods which may be used to keep stakeholders up to date and how to agree methods appropriate to different groups


· How to select content, styles, format and distribution methods for different audiences and the importance of doing so


· How to consult and collaborate with appropriate people and agree the implementation of a programme of activities


· The importance of providing people with the opportunity to ask questions and seek clarification and how to do this

· The range of available presentational techniques and how to use them effectively



Continuous improvement


· The importance of continuous improvement in activities and plans to organisational and team effectiveness and the manager's role and responsibilities in relation to this


· How to assess the effectiveness of current work activities and procedures in order to make recommendations for improvements


· The importance of human resource development to organisational effectiveness


· How to evaluate the contribution which development activities make to achieving team and organisational objectives and identify better alternatives


· How to make a case for change


· Different purposes of work monitoring and assessment


· How to monitor and assess the performance of teams and individuals fairly and objectively


· The importance of providing clear and accurate feedback to your team members on their performance and the manager's role and responsibilities in relation to this


Customer relations


· The importance of focusing on customer requirements and quality issues, and the manager's role and responsibilities in relation to this


· Common difficulties which may occur when handing over completed projects and how to address these


· How to maintain an effective working relationship with the sponsor at the point of project closure


· The importance of obtaining the sponsor's agreement that all specified work has been carried out

· The differences between internal and external customers



Delegation

· How to delegate work to others and monitor progress


· The importance of the effective allocation of work to your team's performance and the manager's role and responsibilities in relation to this

· The factors which need to be considered when allocating work to individuals within the team


· How to match the allocation of work to learning needs and individual development plans

· How to prioritise and re-prioritise work allocations according to resource availability

· How changes to work allocations and negotiations around them can impact on cost, time and convenience



Disciplinary and grievance procedures

· 
The importance of effectively applying disciplinary and grievance procedures and responsibilities in relation to this


· Situations in which the disciplinary and grievance procedures should be implemented

· The importance of informing team members about disciplinary and grievance procedures, appropriate times to do so and methods to use


· The importance of fairness, impartiality and responding in a timely way when dealing with disciplinary and grievance procedures


· The importance of maintaining respect for the individual when dealing with disciplinary and grievance procedures



Equal opportunities

· The importance of equality of opportunity in human resource development


· The importance of equality of opportunity in planning and implementing the development of team members and how to ensure this


· The importance of equality of opportunity in providing opportunities for teams and individuals to contribute to their own assessments and how to ensure this


· The principles, organisational policies, values and legal requirements affecting equal opportunities at work



Health and safety


· The importance of health and safety at work and the manager's role and responsibility in relation to this

· The organisational and legal requirements for maintaining a healthy, safe and productive work environment


· Industrial or professional codes of practice relevant to healthy, safe and productive work environments


· The types of support it may be necessary to provide on health and safety issues and how to provide such support

· How to respond to contradictions between health and safety requirements and organisational constraints



Information handling

· The importance of information management to the team and organisational effectiveness and the manager's role and responsibilities in relation to this


· The types of qualitative and quantitative information which are essential to job role and responsibilities, and how to identify these


· The range of sources of information which are available and how to ensure that these are capable of meeting current and likely future information requirements


· How to identify new sources of information which may be required


· The range of methods of gathering and checking the validity of information and their advantages and disadvantages


· The methods of recording and storing information and their advantages and disadvantages

· The importance of record keeping to the analysis of information and how such records should be kept and used in such a way that makes information readily accessible


· The principles of confidentiality - what information should be made available to which people and procedures to follow to ensure this


· How to assess how much information is required before an effective decision can be take

· The importance of the effective analysis of information


· The types of information, both qualitative and quantitative, which need to be analysed

· How to select information relevant to the decisions to be made and ensure such information is accurate and relevant


· The principles of confidentiality regarding the use of resources: which types of information may be made available to whom


· The importance of checking the validity of information, ensuring that it has accuracy, currency, efficiency and relevance

· How to validate information which may be inadequate, contradictory and ambiguous

· How to develop and implement procedures to gather and collate data from monitoring systems


· How to decide the appropriate format and frequency for reporting progress on energy awareness levels

· How to use information to identify and recommend improvements


· How to collect and validate sufficient information on the effectiveness of quality assurance systems to make recommendations on improvement

· The importance of maintaining accurate records of conflicts and their outcomes

· The information regarding conflicts which must be treated confidentially and the people who may and may not be informed.



Involvement and motivation


· The importance of involving other relevant people and methods to ensure their contributions are effective


· The issues for which consultation with relevant people may be necessary and how to do so

· The importance of agreeing requirements in advance with relevant people


· How to enable team members, colleagues and line managers to identify and communicate their needs

· How to develop and argue an effective case


· How to encourage and empower team members to take responsibility for the efficient use of resources


· The importance of empowering other staff to make recommendations and methods to encourage them to do so

· How to motivate others to be committed to change


· How to motivate staff and win their commitment and participation


· The importance of being encouraging when providing feedback to team members and showing respect for those involved


· The importance of providing constructive suggestions on how performance can be improved


· The importance of giving those involved the opportunity to provide suggestions on how to improve their work

· How to obtain and maximise commitment to resource planning, controlling expenditure

· Methods which may be used to motivate team members and gain their commitment

· The importance of keeping team members properly informed as to their roles in a project and effective methods to make this happen


· The importance of giving opportunities to those involved to contribute to the evaluation and improvement of development activities and how to enable this


· The importance of providing opportunities to team members to monitor and assess their own work, and how to enable this


· The importance of providing opportunities for team members to make recommendations for improvements and how to encourage them to do so


· The importance of agreeing the purpose of assessments with relevant people


· The importance of team members contributing to the assessment of their own progress and how to encourage and enable them to do so


· The importance of empowering team members to make recommendations on quality improvement and efficiency and how to encourage their contributions


· The importance of getting people to take ownership of a problem and how to get them to do this


· How to encourage and enable team members to provide suggestions on the allocation of work and be committed to their responsibilities and the benefits of this


· How to encourage and enable team members, colleagues and line managers to help to improve efficiency


· How to enhance the confidence and commitment of those being audited


· How to help people commit themselves to quality and make this commitment explicit

Leadership styles

· Styles of leadership which can be used to run meetings and how to choose a style according to the nature of the meeting

· The importance of showing commitment to development activities


· How to present a positive role model to team members


· The principles which underpin the effective co-ordination of projects and the project manager's role in relation to this


· Styles of leadership which are effective in managing projects



Legal requirements


· Legal requirements relevant to discipline and grievance procedures


· Legal requirements for the selection of personnel

· The legal requirements for the specification of personnel requirements

· The main requirements of relevant health and safety legislation



Management competence


· The principal skills required for effective managerial performance

· The types of interpersonal skills required for effective team work

Marketing


· How to identify customer needs and translate them into deliverable products and services

Meetings


· How to prepare for meetings according to different roles and responsibilities


· The importance of consulting in advance with those represented by the manager and how to do so


· The importance of making clear, concise and relevant contributions to meetings and how to ensure contributions meet these criteria

· How to identify and analyse the problems discussed in meetings and make contributions capable of clarifying and resolving these


· The value and limitations of meetings as a method of exchanging information and making decisions


· How to determine when meetings are the most effective method of dealing with issues and possible alternatives which may be used


· Potential differences between meetings which are internal and those involving people from outside


· The purpose of agendas and how to devise agendas according to the issues, intended outcomes and time available


· The importance of determining the purpose and objectives of meetings and how to do so

· The importance of summarising discussions and decisions during meetings and at what points this is appropriate


· How to manage discussions so that the objectives of the meeting are met within the allocated time


· The importance of ensuring decisions taken are within the authority of the meeting

Monitoring and evaluation


· The importance of effective monitoring of resource use to organisational efficiency and the manager's role and responsibility in relation to this


· How to monitor and control resource usage to maintain consistency and quality in the provision of products and services

· How to monitor activities against plans, identify significant variations and decide on appropriate corrective action how to assess the appropriateness of corrective actions agreed

· How to monitor and record changes

· How to monitor the provision of supplies to ensure ongoing quality, quantity, delivery and time requirements are being met

· How to monitor the quality of work taking place

· Methods of ensuring that the agreed deliverables have been provided


· The importance of storing records and documents for future use

· The importance of monitoring and evaluating individual progress and methods for doing so

· The importance of gathering feedback on the quality of support


· The importance of providing accurate, objective and constructive feedback to individuals on their progress and effective ways of doing this according to the individual and the circumstances


· The importance of regular reviews of activity and re-scheduling of work to achieving planned objectives


· The principles underpinning the monitoring and evaluation of projects and the project manager's role in relation to this


· How to identify, collect, verify and collate key information which will assist the evaluation


· How to identify the reasons for changes in project plans and implementation



Objective setting


· How to set objectives which are specific, measurable and achievable



Organisational context


· The organisation's vision, mission, aims, objectives, strategies, values, policies and legal requirements and where they impact on the manager's activities


· Organisational policies, procedures and resource constraints and their impact


· How to proceed if recommendations are at variance with the mission, aims and objectives of the organisation the organisation's suppliers and customers, and their aims

· The organisation's resource limitations

· Management structures, lines of accountability and control


· The decision-making processes within the organisation


· The systems and practices in the organisation


· The organisation's capability for delivering products and services


· People in the organisation who are likely to act on recommendations


· Key decision-makers and their preferred format for the presentation of information

· The types of emerging threats and opportunities and who needs to be informed


· Records which need to be kept and the organisational and legislative requirements for doing so

· Procedures to follow when making recommendations to improve the work environment, activities, presenting plans, reporting the results of assessment , requesting resources

· The requirements relevant to disciplinary and grievance procedures


· Procedures for finance, resources and personnel which need to be followed at project closure and why


· Standards and organisational requirements which apply to the manager's work


· The current and likely future requirements and standards within the manager's job role

· Internal and external trends which have a bearing on future improvements

· The organisational plans, activities, and emerging threats and opportunities, which are relevant to the work of colleagues and about which they need to be informed


· Organisational requirements regarding the handling of conflict and its resolution and who to inform


· The trends and developments which may influence future expenditure and how to forecast and plan for these


· The types of requests for expenditure outside the manager's control


· How projects interlink with and support wider organisational objectives and the importance of being aware of such links


· Team objectives, and the organisational policies and values which have a bearing on the allocation of work


· The legal and organisational requirements which govern the selection of suppliers, how to interpret these and identify them

Planning


· The principles of planning work activities setting objectives and priorities to ensure requirements are met efficiently


· How to plan activities so that they are consistent with known priorities and own resources

· How to plan within the framework of the organisation's mission, aims end objectives

· How to identify the likely implications of alterations to plans for the organisation


· How to estimate the amount of time required to carry out planned activities


· The kind of contingencies which may occur and how to assess and plan for these


· How to adjust work plans in the event of required resources not being available


· How to identify customer requirements to a level of detail sufficient for planning work

· The principles underpinning effective resource planning and the manager's role and responsibility in relation to this


· How to develop short, medium and long-term plans for the use of resources


· The types of trends and developments which might impact on your use of resources, how to analyse these and draw out the implications for planning


· The importance of effective planning to human resource development and the principles of good practice which underpin it

· How to develop effective and realistic plans


· The importance of systematic and thorough planning to the success of projects and the level of detail needed to start it


· What constraints usually exist in projects (for example time resources technology and legislation) and how to look for and identify the significance of constraints


· The principles of organisational planning and the models which may be used


· The types of information which are required to make reliable recommendations to plans and the planning process

· The principles underpinning effective project planning


· Different models of project planning and management


· How to break the work down into manageable achievable and measurable tasks


· How to estimate the human and physical resources needed for projects


· The importance of specifying schedule links dependencies monitoring and evaluation methods and handover and how to do so


· The importance of contingency and risk planning and how to do so


· The importance of using own past experience and that of others and how to research and identify good practice

Project Management


· Awareness of different project management methods an their possible uses


· Methods to monitor and evaluate project progress effectively


· The importance of obtaining authorisation for all stages of work to start continue or finish according to evaluation of progress


· Why activities need to be kept in line with the plans for the project and control methods to ensure this

· How to allocate project roles and tasks equitably and realistically


· The importance of having clear lines of responsibility and accountability within the project and how to establish these especially where line management responsibility is shared

· The importance and purpose of control methods and how to select and propose methods appropriate to different types of projects

Providing support

· The importance of managers supporting individual learning and development and the types of support individuals may need

· The importance of ensuring that methods of support fit the individuals' needs, objectives and preferred learning styles

· How to choose methods of support which are appropriate to individuals' needs

· The range of obstacles to learning and development which individuals may encounter, how to identify these and strategies to use in response to them

· The importance of providing support to team members during projects

· The types of problems which team members and stakeholders may experience

· The types of support which team members may need during projects and how to identify and provide such support

· The support colleagues may require to achieve their objectives and how to provide such support

· The types of personal circumstances which may impact on individual performance

· Roles and responsibilities in dealing with team members' problems

· The types of problems which team members may encounter at work

· How to identify problems which the individual is experiencing and devise appropriate responses

· The importance of agreeing a course of action with the team member involved

· How to decide when the problem goes beyond own level of competence and responsibility

· The range of support services which exist inside and outside the organisation

Recruitment and selection

· The methods of specifying personnel requirements and their relative advantages and disadvantages to your work

· How to identify personnel needs for your team and specify job roles, competences and attributes required to meet these needs

· The types of information necessary to specify personnel requirements

· How to identify fair and objective criteria for the selection of staff

· The relative advantages and disadvantages of the range of methods which may be used for the assessment and selection of staff to your work

· The skills and experience staff need to take part in selection processes the information you need to select personnel

· Why all candidates should receive feedback at appropriate points during the selection process

· How to identify and specify the competences, skills and knowledge which project team members need

· How to obtain the people required to staff projects.

Resource management

· The importance of effective budgetary and expenditure control to team and organisational efficiency and the manager's role -and responsibilities in relation to this

· The importance of accurate and comprehensive record keeping to expenditure control and managing supplies and systems to achieve this

· The importance of continuity of supplies to maintaining the quality of products and services and the manager's role and responsibility in relation to this

· The importance of tight financial and resource controls, what methods may be used

· The information which others need to make decisions on expenditure and how to gather and check the validity of this information

· The physical resources which are needed to carry out activities effectively

· The principles and methods which underpin effective budgetary and expenditure control

· The range of obstacles to efficient use of resources and effective corrective action to take in response to these

· The range of problems which may occur with supplies and suppliers and effective corrective action to take in response to these

· The range of suppliers available for the physical resources required

· Why resources need to be tightly controlled and methods to achieve this

· How to assess the relative risks of non-compliance with quality systems

· How to identify and assess emerging risks

· Risk identification and assessment in project planning.

Strategic planning

· How to help people clarify their vision of the range of strategies which may be adopted to implement quality policies.

Team working

· How to allocate work to a team based on their expertise, development needs and the need to provide equal opportunities for development to all competent people

· How to identify and provide the support and advice people need in order to work effectively yet autonomously

· The importance of confidentiality when carrying out and reporting assessments.

Time management

· The importance of effective time management to managerial competence

· How to identify and minimise unhelpful interruptions to planned work.

Training and Development

· How to identify team development needs and the information needed to do so

· The types of support and guidance which may be available from team members, colleagues, line managers and specialists

· How to identify the need for support, select an appropriate source and obtain required help

· How to identify the key lessons from an evaluation and why it is important to record and store evaluation results for future use

· How to identify the knowledge and skills individuals require

· How to plan training and development activities

· How to encourage people to give feedback on the training and development they have received

· How to assess whether training and development has been suitable and effective or not

· The importance of assessing team members against development activities

· The team's development objectives

· The range of purposes which assessments have

· The principles of fair and objective assessment

· The methods which may be used to assess the development of team members

· The information required to assess team members' development

· The importance of continuing self-development to managerial competence

· How to assess own current level of competence

· How to develop a personal action plan for learning and self-development with realistic but challenging objectives

· The types of development activities and their relative advantages and disadvantages

· How to assess personal progress and update plans accordingly

· The importance of team development

· The range of activities which may be used to develop a team

· How to select and implement development activities which are appropriate to the team members, their  development needs and work, the operational context and the available resources

· How to ensure that development activities meet agreed objectives and plans

· The team development needs, and how plans will help to meet these

· The importance of prioritising development activities and how to do this.

Working relationships

· The importance of maintaining effective working relationships with relevant people and how to do so

· Why team members should agree before adjustments are made to activities, resources and plans

· Who needs to be consulted on what kinds of changes

· How to negotiate adjustments to the satisfaction of all those involved

· How people work in groups

· The strategies and styles of working which encourage effective working relationships

· The importance of honouring commitments and showing respect to colleagues and how to do this

· The importance of constructively acknowledging the contributions and viewpoints of others

· How to handle discussions, actual and potential disagreements and disputes in a positive and constructive manner

· The limits beyond which the manager should not go in becoming involved in an individual's problem

· The situations, behaviour and interactions between people which encourage conflict

· The importance of keeping people regularly informed of expected standards of work and behaviour

· How to inform people of the expected standards and behaviour

· The importance of giving people opportunities to discuss problems affecting their work and how to do this

· How to identify potential conflict between individuals in the organisation and minimise it

· The types of conflict which may occur between people at work and action to take in response to these which will minimise disruption to work

· The strategies and styles of working which encourage effective working relationships

· How to handle disagreements with a manager in a constructive manner

· The importance of clarifying and agreeing a project’s scope and definition and how to do this and why higher-level managers need to be promptly and clearly informed of any implications

· The importance of checking understanding of the project with relevant people and taking account of their feedback

· The importance of keeping all key stakeholders informed on project progress

· The skills required to negotiate with relevant people involved in the project

· The importance of checking plans with relevant people and taking account of their feedback and how to do this

Workplace organisation

· The types of work conditions and environments which are most conducive to productive work


PAGE  
1


